
 Q U I C K   R E F E R E N C E   G U I D E 

 APP Agency Admin - Addresses 
 This document is a quick reference guide for users who need to make address changes in the Arizona Procurement 
 Portal (APP). If you have any ques�ons, please contact the APP Help Desk at  app@azdoa.gov  . Addi�onal resources 
 are also available on the SPO website:  h�ps://spo.az.gov/  . 

 The Arizona Procurement Portal allows administra�ve users to add, delete, and modify organiza�onal-level 
 addresses. 

 Adding an Address 

 1.  Log in to APP. 
 2.  Select the  Admin  dropdown from the toolbar at the  top of the screen. 
 3.  Select  Addresses  . 

 Mul�ple modifica�ons can be made from this page depending on your intended task. This includes 
 searching for current addresses as well as crea�ng new addresses. This second will focus on crea�ng new 
 organiza�onal addresses (i.e., Bill-To & Ship-To). We will cover modifying addresses later within this  QRG. 

 4.  Click the  Create Organiza�on Address  bu�on. 

 5.  Complete the Organiza�onal field.  DO NOT COMPLETE  THE OWNER FIELD  . 
 6.  Next, select the Address Type (Select either “Bill to” or “Ship to”). Scroll down to the map and input the 

 address. 
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 7.  The  Address Label  field is op�onal. However, comple�ng  the field with a short address descrip�on is 
 recommended, i.e., “3rd St Warehouse”. This assists you in the future when ensuring you are selec�ng the 
 proper address. 

 8.  Complete the  Address  fields. If you select the auto-fill  address, ensure the informa�on prefilled for your 
 convenience is correct. 

 All fields marked with an asterisk are mandatory. 

 9.  A�er the fields have been completed, select the  Save  & Close bu�on  . This will save and close your address 
 crea�on window and return you to the current lis�ng of addresses. 

 10.  To verify that your newly created address has been created successfully, select the Organiza�on from the 
 organiza�on dropdown and press  Search. (The field  you input during this verifica�on step will depend on 
 your choice in previous steps.) 
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 Modifying an Address 

 1.  Select the  pencil  icon to to edit your address. 

 2.  Make applicable  modifica�ons  . 
 3.  Select  Save & Close  when modifica�ons are completed. 

 Dele�ng an Address 
 1.  Click the trashcan  icon next to the invalid address.  A message displays at the top of your screen ensuring 

 that you would like to delete the selected address. Press “OK.” 
 2.  The web page refreshes and the address no longer displays. 

 Resources 

 Click the link below for more informa�on on  Agency  Admin  processes in APP: 
 h�ps://spointra.az.gov/arizona-procurement-portal/app-support/quick-reference-guides-176-upgrade/app-agency-a 
 dmin-qrgs-176 
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